
 

 
 

 
 

 

 

 

 
 

 
 

 
 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

U.S. DEPARTMENT OF COMMERCE 

Bureau of the Census 


Seattle Regional Census Center 

Bothell, WA 98011 


INTERNAL RECRUITING BULLETIN:  


Administrative Assistant 


HOW TO APPLY 


STEP ONE- Area of Consideration: 

	 Internal- Open to all currently employed, Seattle Regional Census Center, Local Census Office 
employees. Applicants may apply to any Local Census Office (LCO) serving the county in which 
they currently reside. Some counties are served by multiple LCOs- applicants residing in these 
counties may apply to any, or all, of the offices in that county. Please see the attached Vacancy 
Chart to determine which office(s) serves your county. 

STEP TWO- Application: 

	 Submit required application materials by mail: 
o	 OF-612, Optional Application for Federal Employment (PDF version is available on our 

Regional website, or at OPM.gov), or a Resume (any format). The following must be 
included on the OF-612 or Resume: 
 Recruiting Bulletin number (e.g., AF-10-2010-AA-CON-01-INT) & title of position. 

 Name of the Local Census Office you are applying for (e.g., Concord). 

 Your full name (first, middle & last), mailing address (including zip), day and evening 


phone numbers (with area code), and e-mail address.  
	 List of your work duties and accomplishments relating to the job for which you are 

applying; paid and non-paid related work experience. For each work experience 
include: job title, series/grade (if Federal employment), duties and 
accomplishments, employer’s name and address, supervisor’s name and address, 
starting and ending dates (month/year), hours per week (full-time or part-time), 
salary, and indicate if we may contact your current supervisor/employer. 

	 Applicants must submit a separate OF-612, and/or resume, for each office if 
applying to multiple locations.  

o	 OF-306, Declaration for Federal Employment- A PDF version is available on our 
Regional website, at OPM.gov, at the testing sites, and in this announcement. 

o	 Employment References Worksheet- See attached worksheet. This worksheet is in 
addition to the one completed at the testing session. 



 

 

 

 

  

 
 

 
  

 
 

 
 

 
  

 
 

 

 
 

 
 

 
 

 

 

 
 

 
 

	 Individuals with a disability may request reasonable accommodations by contacting the LCO 
Recruiting Dept. (listed above). 

	 Failure to provide the required application materials and information may result in the loss of 
consideration. 

	 If you have questions regarding the Application process, please call Fred McKay at the Regional 
Census Center (425) 908-4056. Mr. McKay cannot schedule tests; please contact one of the 
LCOs listed above (first page) for an appointment.   

STEP THREE- Application Submission: 

	 Application materials must be submitted, by mail, to the address below: 
U.S. Census Bureau
 
Attn: Lori Brockmeyer
 
19820 North Creek Parkway 

Suite 100 

Bothell, WA 98011 


	 Testing & Application Deadline: 
o	 To receive consideration- (1) Applicants be a current LCO employee at the time of 

application, and throughout the hiring process. (2) The required application materials, as 
listed above, must be submitted by mail (no faxes)- do not turn in your application directly 
to the Local Census Office. (3) Applications must be received by the Cut-off/ Closing Date 
to receive consideration. 

ADDITIONAL INFORMATION 


	 This is a Mixed-Tour work schedule that may be changed from full-time, part-time, or intermittent 
to accommodate fluctuating workloads. 

	 Candidates selected for these positions must sign agreements outlining the conditions of 
employment prior to the appointment. 

	 Payment of relocation expenses IS NOT authorized. 
	 You will be required to complete a Declaration of Federal Employment (OF-306) to determine 

your suitability for Federal employment and to authorize a background investigation. You will also 
be required to sign and certify the accuracy of all the information in your application. If you make 
false statements in any part of your application, you may not be hired; or you may be fired after 
you begin work; or you may be fined or jailed. 

	 Public law requires all new appointees to present proof of identity and employment eligibility (e.g., 
U.S. citizenship). 

 If selected, male applicants born after 12/31/59 must confirm their selective service registration 
status. 

	 Applicants must be 18 years of age or older to be hired. 
	 Retired Civilian Federal Annuitants are encouraged to apply; pay off-set waivers are approved on 

a case by case basis at the Regional level for this position.    
 Use of any Government agency envelopes to file job application is a violation of Federal laws and 

regulations.  Applications submitted in Government envelopes will not be accepted. 



 

       

       

   
 

          

                                   

                          

 

                                                       

                                               

                             

               

                   

       

    

  

  

  

  

 

 

 

 

 
 

 

 
 

 

 

U.S. DEPARTMENT OF COMMERCE
 
Bureau of the Census
 

Recruiting Bulletin
 

***THIS IS AN OPEN‐CONTINUOUS ANNOUNCEMENT*** 

A Cut‐off Date will be established once a sufficient number of qualified applicants are received; applicants will be 

referred until vacancies are filled. It is to your benefit to apply early. 

ISSUE DATE: October 30, 2009 Recruiting Bulletin No. See Vacancy Chart 

CLOSING DATE: November 16, 2009 Seattle Regional Census Center 

Bothell, WA 

POSITION TITLE:	 Administrative Assistant 

PAY  RATE: 	  Please see attached Vacancy Chart. 

NUMBER OF VACANCIES: 	 One position per Local Census Office. 

EXCEPTED SERVICE APPOINTMENT:  	 Schedule A Appointment, not-to-exceed one year, with the 
possibility of extension until 9/25/2010. 

WORK SCHEDULE: 	 This is a temporary Full-time position. The incumbent of this 
position is covered by the mixed-tour employment program. 

DUTY LOCATION:	  Please see attached Vacancy Chart. 

AREA OF CONSIDERATION:	 Internal- Open to all currently employed, Seattle Regional Census 
Center, Local Census Office employees; applicants may apply to 
any Local Census Office serving the county in which they 
currently reside. Please see the attached Vacancy Chart. 

DUTIES: Incumbent servers as an Administrative Assistant to the Local Census Office manager.  Receives and reviews 
incoming correspondence and other materials.  Incumbent answers inquires of a non-technical nature and drafts replies and 
attaches pertinent background material to correspondence of a more complex nature.  Forwards appropriate materials and 
other correspondence to members of the staff for their action.  Monitors and controls documents requiring action by a specific 
date and insures such deadlines are met.  Screens calls and refers them to appropriate staff members.  Maintains supervisor’s 
calendar and schedules appointments and meetings.  Briefs supervisor on appointments and meetings.  Makes all necessary 
arrangements for meetings.  May be asked to attend some meetings.  Sets up and maintains files. 

THE U.S. DEPARTMENT OF COMMERCE IS AN 
EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER 

THIS CENSUS BUREAU DOES NOT DISCRIMINATE IN EMPLOYMENT ON THE BASIS OF
 
RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN, POLITICAL AFFILIATION, SEXUAL 

ORIENTATION, MARITAL STATUS, DISABILITY, AGE, MEMBERSHIP IN AN EMPLOYEE 


ORGANIZATION, OR OTHER NON-MERIT FACTOR
 



Vacancy Chart 

Duty Location Administrative Area of Consideration
State LCO # Recruiting Bulletin Number

Local Census Office Assistant County 

Concord CA 2712 $20.00 Contra Costa AF-10-2010-AA-CON-01-INT 
Elk Grove CA 2713 $13.50 Sacramento AF-10-2010-AA-ELK-01-INT 
Eureka CA 2714 $10.50 Del Norte, Humboldt, Lake, Mendocino, Trinity AF-10-2010-AA-ERK-01-INT 
Fairfield CA 2715 $13.50 Colusa, Solano, Sutter, Yolo, Yuba AF-10-2010-AA-FAF-01-INT 
Placerville CA 2718 $13.50 Alpine, Amador, Calaveras, El Dorado, Mono, Nevada, 

Placer, Tuolumne 
AF-10-2010-AA-PLV-01-INT 

Pleasanton CA 2719 $20.00 Alameda AF-10-2010-AA-PLS-01-INT 
Redding CA 2720 $10.50 Butte, Glenn, Lassen, Modoc, Plumas, Shasta, Sierra, 

Siskiyou, Tehama 
AF-10-2010-AA-RED-01-INT 

Sacramento CA 2721 $13.50 Sacramento AF-10-2010-AA-SAC-01-INT 
San Francisco- East CA 2723 $20.00 San Francisco AF-10-2010-AA-SFW-01-INT 
San Leandro CA 2725 $20.00 Alameda AF-10-2010-AA-SLD-01-INT 
Santa Clara CA 2726 $20.00 Santa Clara, Santa Cruz AF-10-2010-AA-STC-01-INT 
Idaho Falls ID 2730 $9.50 Bannock, Bear Lake, Bingham, Blaine, Bonneville, 

Butte, Camas, Caribou, Cassia, Clark, Custer, Elmore, 
Franklin, Fremont, Gooding, Jefferson, Jerome, Lemhi, 
Lincoln, Madison, Minidoka, Oneida, Owyhee, Power, 
Teton, Twin Falls 

AF-10-2010-AA-IDF-01-INT 

Beaverton OR 2731 $13.75 Clatsop, Columbia, Lincoln, Polk, Tillamook, 
Washington, Yamhill 

AF-10-2010-AA-BEA-01-INT 

Bend OR 2732 $11.00 Baker, Crook, Deschutes, Gilliam, Grant, Harney, 
Hood River, Jefferson, Klamath, Lake, Malheur, 
Morrow, Sherman, Umatilla, Union, Wallowa, Wasco, 
Wheeler 

AF-10-2010-AA-BND-01-INT 

Salem OR 2735 $13.75 Benton, Clackamas, Linn, Marion AF-10-2010-AA-SAL-01-INT 
Bellevue WA 2736 $15.75 King AF-10-2010-AA-BEL-01-INT 
Everett WA 2737 $15.75 Island, San Juan, Skagit, Snohomish, Whatcom AF-10-2010-AA-EVE-01-INT 
Olympia WA 2738 $12.00 Clark, Cowlitz, Lewis, Pacific, Skamania, Thurston, AF-10-2010-AA-OLY-01-INT 
Richland WA 2739 $10.75 Benton, Chelan, Douglas, Franklin, Grant, Kittitas, 

Klickitat, Walla Walla, Yakima 
AF-10-2010-AA-RHL-01-INT 

Silverdale WA 2741 $12.00 Clallam, Grays Harbor, Jefferson, Kitsap, Mason AF-10-2010-AA-CON-01-INT 
Tukwila WA 2744 $15.75 King AF-10-2010-AA-TUK-01-INT 

The 2009 pay rates stated above are based on a pay survey. 

Applicants may apply to any Local Census Office (LCO) serving the county in which they currently reside. 

Some counties are served by multiple LCOs- applicants residing in these counties may apply to any, or all, 

of the offices in that county. 









 
 

 

     

 

       

       

                            

           

                       

 
       

       
         

   
 

   

 

 

 

 

   

   

 

 

 

 

   

   

 

 

 

 

   

 

               

 
       

       
         

   
 

   
 
 

 

 

 
 

   
 
 

 

 

 
 

   
 
 

 

 

 
 

 

Employment References Worksheet 

Applicant’s Name: ____________________________________________ 

Applicant’s Phone #: ____________________________________________ 

Please complete the form below, and include with your application package. Include only those 

references you approve us to contact. 

Professional References (include supervisors and others who know you in the work place) 

First and Last Name 
Phone #s (Include Area 

Code) Email address if known 
Relationship to 

you 

1 (W)____________________ 

(C)_____________________ 

(H) 

2 (W)____________________ 

(C)_____________________ 

(H) 

3 (W)____________________ 

(C)_____________________ 

(H) 

Personal References (do not include relatives or partners) 

First and Last Name 
Phone #s (Include Area 

Code) Email address if known 
Relationship to 

you 
1 (W)____________________ 

(C)_____________________ 

(H) 
2 (W)____________________ 

(C)_____________________ 

(H) 
3 (W)____________________ 

(C)_____________________ 

(H) 


